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Reporting Administered and 

Historical Immunizations  
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Administered vaccinations are vaccinations that were administered by your practice. Vaccinations 

administered by your practice must be entered into ASIIS as an administered dose. This process will 

ensure that lot numbers are decremented from your inventory in ASIIS. To view, edit and add an 

administered vaccination, after selecting a patient, select  the View/Add link from the Vaccinations  

tab. 
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Enter the date that the vaccine was administered. You can enter many vaccinations with the same date 

quickly by changing the default date and double clicking on any date filed. Once all of the administration 

dates have been inputted for all the vaccinations, scroll down and click Add Administered.  
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On the next screen you will need to update the VFC Eligibility status. Select the 

most appropriate eligibility for the patient and click Continue.                 

• Ineligible- A child that does not qualify for VFC 
• AHCCCS- A child who is Medicaid eligible. In Arizona, children whose health 

insurance is covered by the Arizona Health Care Cost Containment System (AHCCCS) 
• Kidscare- A child who has insurance under AHCCSS but have to pay a deductible 
• Nat. American Indian or Native Alaska: As defined by the Indian Health Care 

Improvement Act (25 U.S.C. 1603)  
• Uninsured: A child who has no health insurance coverage 
• Underinsured: A child who has health insurance, but the coverage does not include 

vaccines; a child whose insurance covers only selected vaccines (VFC eligible for 
non-covered vaccines only). Underinsured children are eligible to receive VFC 
vaccine only through a Federally Qualified Health Center (FQHC), or Rural Health 
Clinic (RHC) or under an approved deputization agreement 
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To attach the administered vaccine information to the patient record click in the ‘Manufacturer’ text box 

or on the ‘click to select’ link to enter manufacturer information. This process will ensure that the Lot 

number is decremented from your inventory in ASIIS. The ‘Select Lot Number’ box will appear. The box 

will display all of the lot numbers that are listed in your ASIIS inventory for that particular vaccine. To 

attach the lot number to the patient, click the arrow next to the vaccine that was  administered. If your 

inventory is not stored in ASIIS,  the Select Lot Number pop-up box will be empty. 

VFC providers are required to attach the administered lot number information to the patient record. 
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Once the vaccine has been selected, ASIIS will automatically populate the appropriate 

vaccine information as shown below. Once all required fields have been completed, click 

Save. This process will effectively decrement this dose from your inventory. 
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Clicking save will bring you back to the Vaccination View/Add screen. You will now see 

the vaccination date appear in blue as seen below. Dates in blue show vaccines given at 

your location. To view/edit the vaccination details simply click the date of the vaccination.  
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Add Historicals to a patient if your practice DID NOT administer the vaccine. Historical vaccines are entered 

if the patient received the vaccination at a different facility. Proof of receiving these shots is required (i.e. blue 

book, physician reports) along with valid signatures. To enter a vaccination that was not administered by your 

practice, enter the date in an empty box next to the appropriate vaccine and click Add Historicals at the 

bottom of the page. 
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Once the historical record is successfully recorded, the date will appear in blue with a 

red asterisk as shown below. Entering records as historical will not decrement lot 

numbers from your inventory in ASIIS. 
 

10 

http://www.azdhs.gov/
http://www.twitter.com/azdhs
http://www.facebook.com/pages/Phoenix-AZ/Arizona-Department-of-Health-Services/114962494972
http://www.youtube.com/azdhs
http://directorsblog.health.azdhs.gov/
http://www.linkedin.com/company/arizona-department-of-health-services


Health and Wellness for all Arizonans 

azdhs.gov 

11 

Vaccine Ordering  
Ordering VFC vaccines 

http://www.azdhs.gov/
http://www.twitter.com/azdhs
http://www.facebook.com/pages/Phoenix-AZ/Arizona-Department-of-Health-Services/114962494972
http://www.youtube.com/azdhs
http://directorsblog.health.azdhs.gov/
http://www.linkedin.com/company/arizona-department-of-health-services


Health and Wellness for all Arizonans 

azdhs.gov 

What is vaccine ordering?  

Before placing your order: 
• Complete your inventory reconciliation 

• Send in your temperature logs to the VFC Vaccine Center 

• Temp logs must be current up to the day before you send them 
to VFC Vaccine Center 

• Make sure it has been a month since your last VFC 
vaccine order 

• Ordering occurrence is based on the last digit of the providers 
PIN # (0-4 first and second week of the month, 5-9 third and 
fourth week of the month)    

• Plan ahead - Know what vaccines to order  

 

• Vaccine ordering is the process by which designated users order 

VFC vaccines needed at their facility and also have the ability to 

transfer vaccines to other locations 
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Placing an Order 
Click Create/View Orders under the Orders/Transfers tab. If you have completed your 
inventory reconciliation you will see the screen below. If not you will be redirected to the 
reconciliation screen. To begin placing your order, click on the Create Order button.  
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Verify the information in the create order box, then select an order set (flu or non-flu). The Doses 

Used Last Month will be automatically populated based upon the vaccinations that have been 
recorded (with the lot numbers) in ASIIS by your practice over the last 30 days.  
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For each vaccine on the page, enter the Order Quantity. You must order in increments that are 

divisible by the dosage. (ex. Hep A 2 dose comes in 6pk 1 dose syringes, you can order 6 or 30 

or 66). From here you will be able to save your work and come back to later OR submit your 
entire order.  
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Once you click the Submit Order button, you will be taken to the Create/View Orders 

screen. The status of the newly submitted order will be listed as Pending State Approval 

under the status column in the Inbound Orders section. Pay close attention to the status 

column because it will tell you exactly what stage your order is in.  
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Common Reasons for Denied Order 

• Ordering too frequently 

• Not faxing temperature logs to the VFC 

Vaccine Center before placing your order 

• Inventory not reported for all VFC Vaccine 

received  

• Temperature excursions on temperature logs 

– This impacts more than your vaccine order, a 

Vaccine Center staff member will be contacting 

you for additional information  
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Inventory Management 
Receiving Vaccine Shipments 

Inventory Reconciliation 

Editing/Adding Private Vaccine 
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Entering VFC Vaccine Shipments in ASIIS  

Once you have received your vaccine shipment and put the vaccine in the refrigerator 

and/or freezer, the shipped vaccine must be entered into your ASIIS inventory 

immediately. Click the arrow next to the order number to enter the shipped vaccine order 

into your ASIIS inventory.  

Note: Please do not enter the VFC vaccine manually into ASIIS. 
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Enter the Receipt Quantity (amount received) and the Rejected Quantity (the amount rejected by 

your practice, if any). If you reject any vaccines you must select a reason for rejecting the vaccine. 

The Manufacturer, Lot #, and Expiration Date will automatically be populated. Click the Receive 

button when completed. 
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If all vaccines have been successfully entered into your ASIIS inventory, the Inbound 

Orders queue will be empty as shown below. 
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Now you will see the added vaccines on your inventory reconciliation. 
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Frozen vaccines are shipped separately from refrigerated VFC vaccines.  If your order contains frozen 

vaccine, you will not receive it with the refrigerated vaccine shipment. The frozen vaccine must be rejected 

when you receive the refrigerated vaccine shipment.  In the example below we have entered the Receipt 

Quantity for Varicella as “0” and the Rejected Quantity as “10” (equal to the order amount) because the 

shipment did not contain the Varicella vaccine.  From the drop down under Reason for Rejecting select  

Shipment is incomplete. 
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• Inventory Reconciliation is the process of adjusting the ASIIS 
vaccine inventory to match the physical vaccine inventory in 
the storage unit. It is used to report doses that did not 
automatically decrement from the inventory.  

 

What is inventory reconciliation?  

• Consider reconciling your inventory daily or weekly. The 

system is set to prompt you to reconcile every 14 days 

• All providers must reconcile their inventory before 

placing a VFC vaccine order 

How often should we reconcile 

our inventory?  
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Under Lot Numbers in the navigation bar, click Reconciliation. If you need to reconcile 

your inventory you will see a similar screen like the one below.   
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If your physical inventory does not match your quantity on hand, you must select the most 

appropriate reason why they do not match. You must inactivate expired vaccines or vaccine with zero 

in the quantity on hand field. Select a category and then select a reason. 
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You have the option to print your reconciliation, reset the numbers that you input in 

physical inventory, save to update all the information that you have entered under the 

physical inventory column as well as clear out any vaccines that have been marked expired 

and/or inactive or submit your entire inventory to the VFC team. The print option displays a 

printable reconciliation worksheet to be used at your facility. 
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Once you have filled in all of the fields under the physical inventory column, click the Submit Monthly Inventory 

button at the bottom of the page. You must enter a value for ALL vaccines listed on the physical inventory screen. This 

sends the reconciliation to the VFC team and gives you the privilege to place a VFC vaccine order. 
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Editing/Adding Private Vaccine   
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A lot number is an identification number assigned to a particular quantity from a single manufacturer. This 

number can be found on the outside of the vaccination packaging. Under the Lot Number tab in the 

navigation bar, click the Search/Add link.  The Lot Number Maintenance screen will appear. Choose a 

vaccine type and click Search. This will display all lot numbers for that vaccine type. If the lot number you 

are searching for does not appear, click Add to add the lot number to your inventory.  
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The next screen will prompt you to add the manufacturer,  lot number, expiration date, 

specify if the vaccine is publicly supplied (select “no” for private vaccine), select a reason for 

change, date of transaction (this is automatically filled with the current date) and the number 

of doses added. All this information is necessary so that vaccinations can be auto-

decremented from ASIIS. Click Add when all required fields in red are completed.  
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The lot number will now appear in your reconciliation under private vaccine.  
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We are here to help!  

Arizona Immunization Program 
Office 
http://www.azdhs.gov/phs/imm
un/index.htm 
Phone: (602) 364-3630 
Fax: (602) 364-3285 

Vaccines for Children (VFC) 
Program 
http://azdhs.gov/phs/immuni
zation/vaccines-for-
children/index.php 
Phone: (602) 364-3642 
Fax: (602) 364-3276 
 

TAPI (The Arizona Partnership 
for Immunization) 
http://www.whyimmunize.org 
Phone: (602) 288-7568 
Fax: (602) 262-2654 
 

Centers for Disease Control and 
Prevention  
http://www.cdc.gov/vaccines/p
rograms/iis/contacts-registry-
staff.html 
Phone: (800)-232-4636 or (888) 
232-6348 

Vaccine Information – 
Immunization Action 
Coalition 
http://www.vaccineinformati
on.org/ 
(651) 647-9009 
Fax: (651) 647-9131 
 

Community Information and 
Referral Services 
http://www.cir.org/ 
1-877-211-8661 
Fax: (602) 263-0979 
 

Maricopa County Childhood 
Immunization Partnership 
(MCChIP) 
http://www.mcchip.org 
(602) 2MC-CHIP 
 

ASIIS (Arizona State Immunization Information System) 

https://asiis.azdhs.gov/  

Monday-Friday 8:00-5:00 PM  

Hotline: (602) 364-3899 or 1-877-491-5741 (toll-free) 

Fax: (602) 364-3285 

Email: ASIISHelpDesk@azdhs.gov Email: ASIISrequest@azdhs.gov 
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